Utah State Office of Education - SSID Training Manual USOE & Comsys IT Partners

Utah State Office of Education

WA S AL
e I

LLLTr [T

SSID Web Site
User Manual

DATE AUTHOR VERSION NOTES
5-22-2005 Wayne Will, Brad Loveland, | 0.9 First Released version of user manual
Stuart Schroeder

6-15-2005 Brad Loveland 0.92 Added SSID File Validation save file
information

9-6-2005 Brad Loveland 1.0 Updated Support page graphic, change
password graphic and home page graphic

10-5-2005 Brad Loveland 11 Updated File Processing section, various
website graphics

10-3-2006 Lisa Lindgren 1.2 Revised Section 5.7, Merging Students in the
System, added instruction for Merged Student
Search

10-23-2006 Lisa Lindgren 13 Added instruction regarding merged SSID
numbers and testing (Sec. 5.7); included
instruction regarding Home and Private LEA
numbers (Sec. 5.3)

3-6-2007 Karla DeVita 1.4 Added additional information on LEA Student
Numbers regarding leading zeroes.

4-3-2007 Lisa Lindgren 15 Added Sec. 6.5 USOE User Maintenance

USOE_SSID_User_Manual.doc Page 1 of 48 4/3/2007



Utah State Office of Education - SSID Training Manual USOE & Comsys IT Partners

1

3

4

Table of Contents
SSID SYSTEM OVERVIEW. ..ottt sttt st s h et bbbt et s b et et b et et b ettt e sttt n e et b e 4
11 BACKGROUND ......tiiutiitiestie ittt ettt aie e eatesae e bt es bt assesb s e sbe e nbe e oee e s eeeRe e £Re e 4h e 2 b e 2 a b e 2a ke eh b e eE £ e AE £ e AE e e ke e R b e e an e e Re e ebe ekt enbeanbenbbenbeens 4
1.2 TERMS USED. ... ettt sttt ettt sttt skttt ettt ekt e e bt e bt et e e h b £ eh b e e b e e eE £ e eE e 4R e 4R 8 e 4 Re e AR £ £ b e e m b e eR ke eh b e eE e e e b e e nbeenbeenbeeheeebeenbeenes 4
13 SSID WWEB SITE ..ttt ettt sttt h bt bt e a bt ekt e ekt e ek e e b e e He 42k e 4R e e £ he e e b £ £ b £ 22 E £ 2m b e 2R b e eh b e eh e e ebe e nbe e nbeembeehneeneenbeenbeenes 5
1.4 MANUAL VS. AUTOMATED (BATCH) PROCESSING ....ccvtiteitiatierieiestestestesseaseessessessessessesssessssssssessessessesssssssssssessessessenns 5
1.4.1  EXample BatCh INTErACLION .......cceiicieicic sttt e et st ste e aeete e e et e ee st e s beebeetaeneesbeseentenrennnas 6
1.4.2  SSID Automated (Batch) Processing DIagram .......cccccieieieiieiesiesieeieeseesiesesresiesseeeessesaesaestestessessasseesseseessessesnens 7
15 T Y PES OF REQUESTS .t iittii e ittt e s ttteee e ettt e e s ettee e e sab e e e s ebaeeseasaee e e sabaeeesbbeseaastes e e sabeseessbeeeaastessesabeneessbeeesanbeeeesnneeeessrbenens 8
151 INBW SSID ..ttt bbbtk R R R R R R R AR R AR bR R bRt bbb b 8
1.5.2  New SSID Process FIOW DIGQIam .........ccoiiiiiiiiieieiiee s e e ste s e e eseesees et ssestesnaeseessesaeseessessessessassesssessessessesnens 9
ST T =11 ¢ =LY TSSO OPRO PP 10
154  Retrieve Process FIOW DIBGIAM.........cciiiiiiiiiieieiet ettt bbb bbb nnenes 10
T V-1 1 SRS 11
1.5.6  Verify Process FIOW DIAQIAM ......c.cciiiiiiiiiieie ettt bttt e bbbttt b et e et et e e b e 11
T A B 1o - LTSRS 12
1.5.8 Update Process FIOW DIAQIaM .....cceiiiiiiiiiiie i eeeieeie st ste e ste e e et e st e te e sbesteeseesee e ebestesbestesneateeeenteseeseeseens 12
1.6 IMIATCHING ...+ttt ete etttk h e bt bt e st e st e ke eE e AR e ARt 4R e e et 4R e e 4R e £ 4R e e R £ 2R e e a R £ eR R e nE e e nE e e n R e e R e e et e nneennesneeaneenneenne 13
0 o L TR T 1 - 2 OSSPSR 13
1.6.2  HOw Matching iS PErfOrMEM.......ccccviieiiie ittt r e teaneere e e enteneenrenre e 13
1.6.3  What Happens 0N @ ‘NO IMAICH" .........cuiiiiiiiie ittt sr e steaneere e e eneeseenrenre e 14
1.7 FILE FORMATS ..ottt et R e Rt e Rt e Rt AR AR e e e R e Rt e a e e et e Rt e R e e e R e e s R e e et e e e e e ane e nneenne e 14
1.8 SSID SYSTEM CODES ....ttiteeiteeiieite sttt steesteesteesteesbesteesteesbeesbe e teaseeaseeabeeabe e bt enbeesbe et e e ebeesbeenbeenbeameeabeeaaeenbeenbeenbensbenrenns 14
19 SSID REQUEST FILE VALIDATION APPLICATION ..ecuvteiutteiteeisieesteesteesssesssessssesassassssesassesssessnsessssessnsessssessssessnsesans 15
1.9.1 SSID Request File Validation INStallation STEPS..........coeiiiiiiiiiiiiiriesese e 15
1.9.2  Using the SSID Request File Validation TOO...........cooiiiiiiiiiie et e 15
1.9.3  Updating File Validation SUPPOIT FIIES .......c.coiiiiiiiiie it bbb e b 17
1.9.4  Saving Validation RESUITS 10 & fIl ......ceoiiiuiiiii et bbb 17
1.9.5 Saving SSID File W/NO EFTOrs fRALUIE.........cccviiiiicicice sttt sttt st e te e neeta e e et esnenresre e 17
L1.10  WWEBSITE SECURITY ..tiiutiiteesteesteesueeiseasessesasesaseesseasseassesssesssesseesseessesaneasseasesaseeaseeseanseas s e ab s e nb e e s EeenEeenbeemeesmeeaneenneenneenns 18
1.10.1 SECUIE SOCKEE LAYET (SSL) w.iuveviiteiieieeiesieite st s e s e s te et et et et sbe e e beeta e e et et st e s teeseesae e et e be st e stesaeesee e enbeneenreneas 18
1.10.2 USEF ID SECUNILY ROIES ....uieiecei ettt ettt st et eete et e e e e s e see st e s teaneeteeneeneeseenreneearens 18
1.10.3 Obtaining @ User ID and PasSWOIU ..........coviiiiiiie et e e see e ste st st te e e ete e srestesneesaeneenseseesrenes 19
1.10.4 e T 0 o IS ol | OSSP 19
LOGGING INTO THE SYSTEM ...ttt ettt ettt sbe et be et be et sbe st te st st et e sbe e etesbe e eteane e 20
HOME PAGE ... .ottt ettt sttt b ettt b et e bt e b et e bt e b et e b e e bt e bt eb et e b e e ke st e beebe st et e e be st et e abe st ebeabeneebeabe e 21
FILE MAINTENANCE ...ttt bbbt s bt s bt s bt s bttt b et e s et et n et nes 22
41 UPLOADING SSID REQUEST FILES..uuiiiiiiiiiititiiit ettt ettt e e s s s et e et s e s e s s sab bbbt e e e e e s s sbb bbb e e e e e s s sasbb et e e e s esssabbbbaeess 22
O =1 (o] £ W o] [o= Vo [T To [OOSR U SOU TR 22
A Y (N I 1Y (o TU L Y LT o= T o SRS 23
R 1 -] 0 PP PPPTPR 23
S I (o1 o] [=T) Voo 1o SRS 24
4.2 REVIEW FILE PROCESSING ... .ctteutiteste sttt sttt et sse st sse s e s bbbtk he s e s e s b e bt e bbb e e e bt eb e e bt bt eb e e e e e nnennenrs 25
o |V o o T3 o) T Yo T U o] (o Lo (=T I e 1TSS 25
4.2.2  ProcCesSinNg FleS WIth EFTOFS ........cviiieiicie s se ettt se et e et e s teasaes e e e et e testesteaneenee e eneeneenrennn 26
4.2.3  ReVIEWING FIlE SUMMAIY .....ciiiiiiiiiee ettt bbbtk bbbt et b et bbb b 27
4.2.4  Reprocessing an SSID REQUESE FIE..........coiiiiiiiiiieeie ettt 28
425 CANCEIING FIIES ...ttt bbbtk bbbtk b ettt b et et bt et b et et r e 28
4.2.6 Downloading @ SSID RESPONSE FIIES .......eoiiiiiiiitiiiiii ettt bbbt bbbt e e e e be b b e 28
A.2.7  FIHIE LAYOUL. ...ttt h bbbtk e e b e bt b e e b e R£ e R e e e b e e bt eb e e b e e Reeb £ e ke b e nb e e bt eb e e beeb e e e e nbeneeebenes 29
4.3 REVIEW FILE SUMMARY ....uttiitieiteetee ettt sttt sttesbeebe st stsesteesbeesbeasteaeesaeeeae e ehe e abe 2 bt 2ab e eh b e eh b e sb e e nb e e nbeenbeenneanneabeeeneenneenns 31

USOE_SSID_User_Manual.doc Page 2 of 48 4/3/2007



Utah State Office of Education - SSID Training Manual USOE & Comsys IT Partners

5

4.4 VAT ST A S T S 115y 0] L 2 32
STUDENT MAINTENANCE ... oottt ettt et e e s e e s et et s e s b e e e s e bt e e e sabbaesssabeeessbbesssabbassssabenessstbesesans 33
51 SEARCHING FOR STUDENTS IN THE SYSTEM...iittttiiiiiiiiiiitiiitie s s seiitbitssessssssstbasssesssassstbssssesssssssssssssessssisssssssssssssssnns 33
TR OB ] (=] o L SO TSRO R PR USOURRT PR 33
5.2 RETRIEVING STUDENTS Luuttttiieiiiiiitttetiieeessiissssstessessiassssssssesssasssssssssesssssissssssssssssissssssssssssisssssssssessiossssssssessssisssssssss 34
T R =] 1 PSP TPPRTPR 34
5.3 CREATING NEW STUDENTS IN THE SYSTEM ...iiiutttiiiieeiiiiitteetee st saiitieesse st sesstbasssesssassstbasssessssssssssssssssssisssssssssssssinnns 35
5.4 CREATING NEW STUDENTS IMANUALLY 1ttiiiiiiiittttiit e e et ieiitteet s e e st aibtbeessesssaiabbbasssesssasasbbasssasssasstbasssesssssssbbsssssessssnsnes 35
Tt | =T o LSS 36
55 UPDATING STUDENTS .. eitteeetitteeeeesttesesestesesissesssasesssssassessssesssastessessesessasbesesassessssseessssssesesassesssssesesssssesesasenssssens 36
ST TR A (=] o L ST TSP P PO PRSPPI 36
5.6 REVIEWING A STUDENT S HISTORY oiiiiiiiititiiii i ettt et e e s s ettt et s e e s s e sttt e et s e e e s e sabb b e besaesessaabbebeeesesssasbbebeeesesssassbebeeess 36
ST TR ] (=T o L ST TP TP P PO R PR PTPRTPR PPN 36
5.7 MERGING STUDENTS IN THE SYSTEM .iiiiiiiittttiiiiieiiiiiitiitsieessaibststssesssesatbssssassssssbbstasasssssasbbbsaeesesssabbebasssesssasssabanss 37
oI S R B 1T Tod ¢ 14 [0 [OOSR PRSPPI 37
5.7.2  Steps the LEA must take before contacting USOE ..o e 38
5.7.3 Information the requesting LEA must provide t0 USOE...........cccoiieiiiiiiic it se e e snea 38
5.7.4  Information provided after the merge is successfully COMPIELEd...........ccceieiiiieiiciecice e 38
5.7.5  Merged STUAENE SEAICH.........cci ittt e st e be s aeeteere e st e see b e besbeateeneeneeseenrenrenneas 39
5.7.6  Merged SSID Numbers and Testing — Processes t0 FOHOW ..........cccoveieiiiineie s snea 40
USER MAINTENANGCE ...ttt ettt e e sttt e e s bt e e e s ea b e e e s e b b e e e sbee e e s shbeeeeeabbesesabaassssbbaeessnbansesarens 42
6.1 CREATING NEW USERS ...vveieiittetetiiteeeesitteeesestesessssssssssssesssassessssssesassassssesassssssssessssassesesassessssssesssssssesesassessesssssesssssenees 43
TR ] (=T o L ST TSP PP U RPR USRI PRPRON 43
6.2 ] W TN LT LS = LR 43
T R (=T o L ST TSP P VU RPRUR TP PR PPN 43
6.3 CHANGE PASSWORD ..vviiiiiiiiiiiiiiit ettt s ettt et s e e s s et bbb e et e e e s s e bbb b e e e s e e s s e bbb b aaesaesse s bbb beeseeesesabbbbaesesesssbbbbbeeeeesssares 44
6.4 DISABLING USERS ....ciiiittiiiiieiiiiiittbtit e e e ettt tt et e s e e s st b b et e e e s e e s s abbb b e e e s e e e s e bbb b aaeseeeessab bbb beeeeeessaa b bbb e eeseessasbbebaeesesssasbbebaness 45
6.5 USOE USER IMAINTENANCE .....ciitttttitee it s iitbttieesesssessbateessesssassbbsssssesssassabbasssassssssbbssasasesssasbbbbseesesssasbbebaessesssassbabanns 45
SSID SUP P O R T .ottt ettt e e st e e s ettt e s ettt e e st aeeesasbeeesaaseesesabeeeessbbeeesaseesessabeaee st besesaabeteesabenesatbeeeran 47
7.1 SSID SUPPORT DOWNLOADS ...tvttiieeiiettttiet e e et seibtteeeseessaiibtbeesseessasabtbaesseessasbtbasssasssassbbbasssassssssbbaassessssssabbbseseeesssastes 48
711 ReQUESE FIle DOWNIOAAS ......cveiiieiiieieetieie ettt ettt sttt et st neeteesees e seebestesaeeteaneeneeseenreneennnas 48
A% A B 1o 1Y g [o 1o B I T Yo U 1 g £ 48

USOE_SSID_User_Manual.doc Page 3 of 48 4/3/2007



Utah State Office of Education - SSID Training Manual USOE & Comsys IT Partners

1 SSID System Overview

This document along with the SSID File Specification and other SSID-related documents are available in their
latest form on the SSID Website Support page.

1.1 Background

Federal and State laws along with data collection requirements have driven the creation of a
unique State Student Identifier (SSID) for each student in the state of Utah. The SSID improves
Utah public education by providing accountability, analysis, reporting, and tracking of every
student that enters the Utah public school system.

The SSID website is an LEA’s primary interface to the SSID system. The website provides all of
the required tools for an LEA to manage the assignment of SSIDs.

1.2 Terms Used

In order to clarify the terminology used in this manual, Table 1.1 contains the specific meaning
for each term in the context of the SSID web site.

Term Acronym Definition

Batch A group of SSID requests submitted in a file

First name Legal first name or as on hirth certificate

Last name Legal last name or as on birth certificate

LEA LEA Local Education Agency

LEA number Local Education Agency number as assigned by USOE (District
number)

LEA row reconciliation The process of resolving Match issues using the SSID website.

LEA student number Local Education Agency student number, or Student ID in SIS.
Must be unique. Leading zeroes will be trimmed by the system.

Manual processing Single student row processing using the SSID website.

Match or Matched The attributes of an SSID Request row are the same as those in a
row in the SSID system.

Middle name Legal middle name or as on bhirth certificate

Multiple enrollment A student is enrolled in multiple LEASs at the same time.

No Match No single student with the supplied attributes can be found in the
SSID system.

Possible Match Suggested during reconciliation, some, but not all, attributes of an
SSID Request row are identical to those of a row in the SSID
system

Post, Posting, or Posted The action specified in the Request Type is performed on the SSID
database.

Primary Attributes Primary attributes are: last name, first name, middle name, birth
date and gender.

Request Type R = Retrieve The action an LEA wishes to perform on a Request row. Different

V = Verify business rules are applied depending upon the Request Type.
U = Update
N = New SSID

Row A Row refers to one line of complete information related to a
request. Also referred to as Student Row.

SIS SIS Student Information System

State Student Identifier SSID Unique number assigned to each student attending Utah Public
Schools.
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Term Acronym Definition

SSID Request File The file uploaded to USOE from the LEA for SSID processing.
The file must conform to the layout and requirements in the SSID
File Specification document.

SSID Response File The file downloaded by the LEA that contains the results of the
processing of the corresponding SSID Request File. The file’s
layout can be found in the SSID File Specification document.

Student row One row in the SSID Request and SSID Response Files. Also
referred to simply as Row.

Student attributes The identifying characteristics of the student used to Match the
LEA SSID Request row to the SSID database.

USOE Utah State Office of Education Agency
Table 1.1

1.3 SSID Web Site

The SSID web site is provided as the LEA’s interface to the SSID system. It provides the LEA

with:
e File Maintenance functions that facilitate automated processing
e Student Maintenance functions for manually managing student data
e User Maintenance functions to manage the LEA’s access
e a Support section to provide on-line access to the latest versions of SSID-related

documents and applications

Use Microsoft Internet Explorer version 6.x or above for best results. Other browsers may
function but have not been tested.

1.4 Manual vs. Automated (Batch) Processing

There are two methods for updating the SSID system: manual or batch. An LEA may elect to use
a single method or some combination of the two methods. The manual method requires the LEA
to enter and update SSID information by hand on the SSID web site. The batch method requires

the LEA to submit an SSID Request File containing student data and to download and process an
SSID Response File.

The SSID Request File is a comma-delimited file that is generated by the LEA, verified by the
LEA using the SSID Request Verification Application tool, and sent to the SSID system. A file
contains one row per student. Each row contains a request type with which the LEA tells the
SSID system which pre-defined operation to perform with the row.

An SSID Response File is automatically generated once an SSID Request File has been
completely processed. The SSID Response File indicates the result of each operation requested
in the SSID Request File and an LEA must synchronize their local SIS with this file.

Note: More information on SSID Request Files and SSID Response Files are available
in the SSID File Specification Document on the SSID web site.
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1.4.1 Example Batch Interaction

The steps below outline how an LEA might interact with the SSID system in batch mode. An
LEA would

create an SSID Request File from data in their SIS system

validate the SSID Request File using the SSID Request File Validation Application
upload the validated SSID Request File to the SSID system

monitor the processing of the SSID Request File

download the SSID Response File once processing is complete

reconcile their system with the SSID Response File

ourwdE

For a graphical representation of this process, please see the next section. For more detailed
information about individual steps, please refer to the sections later in this document.
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1.4.2 SSID Automated (Batch) Processing Diagram
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1.5 Types of Requests

LEAs specify a request type code on each submitted row to indicate the action they would like
the SSID system to perform with that row. The four request types are defined in the Table 1.3.

Request Type Code | Description

New SSID N Requests a new SSID for a student enrolling for the first time
in a public school in the state of Utah.

Retrieve R Requests an existing student’s SSID.

Verify \ Determines if the student’s SSID and attributes as recorded in
the LEA’s SIS system match the SSID system.

Update U Changes the attributes for a student that already exists in the
SSID system.

Table 1.3

1.5.1 New SSID

The New SSID request type is used to create a new SSID for a student enrolling for the first
time in the State of Utah. The New SSID request type should be used to enroll kindergarten
students and for transfer students that haven’t previously attended public school in Utah.

Note: If a submitted row has a request type of New SSID but matches an existing row in
the SSID system or the submitted row contains an SSID, LEA reconciliation is
required.

USOE_SSID_User_Manual.doc Page 8 of 48 4/3/2007



Utah State Office of Education - SSID Training Manual

USOE & Comsys IT Partners

1.5.2 New SSID Process Flow Diagram
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1.5.3 Retrieve

The Retrieve request type should be used to obtain the SSID for a student transferring from one
Utah school to another or for a student transferring from out of state, but who had previously
attended public school in Utah.

Note: SSIDs for students which have moved out of state remain in the SSID system.

1.5.4 Retrieve Process Flow Diagram

Diagram 1.5

Retrieve
Request Type

Match on primary LEA Reconciliation

NoO———»

attributes? required
Yes
Y
Multiple Matches? NO——P| Return SSID P Done
A

Yes

Attempt 7 attribute
Match

Yes——p Return SSID

LEA Reconciliation
required

NoO———————— P
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1.5.5 Verify

The Verify request type is used to confirm that an existing student’s SSID and attributes, as
recorded in the LEA’s SIS system, match the SSID system.

Note: SSIDs and all attributes should be verified before any data containing SSIDs is
submitted to USOE.

1.5.6 Verify Process Flow Diagram

Diagram 1.6

All 8 Attributes must be

Req:fsﬂype supplied for Verify, middle
initial will be used ifitis
available.

LEA Reconciliation
required

Match on 8
attributes?

NO——p

vwoe mamsso e ome )
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1.5.7 Update

The Update request type is used to change the attributes for a student that already exists in the

SSID system. The submitted row’s SSID, LEA number and LEA student number must match
an existing student.

Note: Updates (i.e. corrections or changes) may be made at the LEA’s convenience but
should be completed prior to any submission deadlines.

1.5.8 Update Process Flow Diagram

Diagram 1.7
Update All 8 Attributes must be
student .
Attributes supplied for Update

atch on LEA

number, LEA
student number,
SSID

LEA reconciliation

NoO-—#» .
required

Update Student
Yes—— | attributes with
those supplied
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1.6 Matching

1.6.1 What is a Match?

A match occurs when the attributes in the row in the Request File are the same as the attributes
for one and only one student in the SSID database. The attributes used to determine if a match
occurs vary by Request Type. More extensive examples are available upon request.

1.6.2 How Matching is Performed

Table 1.8 lists the attributes that are matched based upon the Request Type. Tablel.9is a
symbol key provided to define the symbols used in the attribute table.

Match attribute Retrieve Verify Update New SSID
SSID }5) 4 4 o)
Last name v 4 ©
First name v v © @
Middle name v v ©
Birth date v v ©
Gender v v ©
LEA Number © 4 4 o
LEA Student Nbr © 4 v
School Number ) @) @) ®

Table 1.8
t If any of the primary attributes do not match, a new SSID is created and returned unless a duplicate LEA student number
exists for the request.

NOTE: Middle names that do not match will post if there is only one match. However, an error
code will be included in the SSID Response file saying that the middle name submitted
doesn’t match the one if the system. Please use Update to sync the middle name in the
SSID system.

Match Symbol Key

Symbol Definition

v Attribute must match — All match attributes are required.
Attribute required — Match attempted on retrieves, required for
updates and seven attribute match attempt.
Attribute required — The school number is saved to the SSID database.
Attribute returned from SSID system.
One or more of the attributes do not match.

% |J|0| O

Table 1.9
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1.6.3 What Happens on a ‘No Match’

A ‘No Match’ can occur in two ways:

1. The student attributes in the SSID Request File row don’t match a student in the SSID
system

2. The student attributes in the SSID Request File row match more than one student in the
SSID system.

A ‘No Match’ has the following implications:

o If a submitted row does not Match and the Request Type is Verify, Retrieve or Update,
the row will not be posted.

o If a submitted row does not Match because there is no student with matching attributes
and the Request Type is New, the row will be posted.

o In the case of No Match, Possible Matches are provided via the SSID Website to assist
LEAs in resolving the No Match.

e  Rows that have more than one match in the system or that do not match require LEA
reconciliation using the website.

e  All No Match rows must be reconciled by the LEA in order to be posted.

o New SSID requests should not match existing students in the system.

1.7 File Formats

1.8

The SSID system uses two file formats - the SSID Request File and the SSID Response File. The
SSID Request File Validation Application is used to verify that each uploaded SSID Request File
meets the file’s specification. SSID Request Files that contain errors (data type errors, too many
characters in an attribute, etc) must be fixed by the LEA and re-uploaded for processing. It is
required that each LEA use the SSID Request File Validation Application tool to validate every
SSID Request File PRIOR to uploading it to the SSID system.

Note: The latest version of the SSID File Format specification is available on the SSID web
site Support page.

SSID System Codes

SSID system codes are required to identify the status of files and rows processed and the errors
that may be displayed in the SSID systems. The latest SSID System codes and error codes are
located in the SSID File Specification. To obtain the latest codes, download the SSID File
Specification from the Support page on the SSID web site.
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1.9 SSID Request File Validation Application

The SSID Request File Validation Application is tool which will assist LEAs in validating their
SSID Request Files. The application should be used to ensure that the Request files pass defined
standards prior to uploading the file(s) to the SSID system. After an SSID Request File has passed
the validation process, it may be uploaded to the SSID web site.

* Additional validations have been added to the File Validation Application. LEA’s can only
upload one LEA number in a file at a time. The LEA user must type in their LEA number prior to
validating a file’s contents. The LEA user_id uploading the file to the SSID web site must match
the LEA number in the file or it will be rejected. The program has added a new feature which
will allow users to create a copy of their original file without errors. This feature does not work
for files which contain error rows which have too many commas in them.

1.9.1 SSID Request File Validation Installation Steps

1. Obtain the SSID Request File Validation Application tool from the SSID website, an

email request, or a CD request from the USOE

Run the setup program to start the program installation

Select Next

Accept the license agreement and select Install

Select Finish

Review the Readme file that appears after installation. A shortcut for running the SSID
Request File Validation Application should exist on the desktop.

ok wd

1.9.2 Using the SSID Request File Validation Tool

=

Create an SSID Request File
2. Open the SSID Request File Validation Application tool

Example:

On Windows XP, Select Start, All Programs, SSID Request File Validation. Click on
SSID Request File Validation to start program to display the screen shown in Figure 1.11
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3. Click on | SelE A l Navigate to the SSID Request File location, select the

SSID Request File and then select

Look in: |_;l Sample Request Files j Lol (T3 '

HL)REQ_0001_20050509_001.csv % REQ_0007_20050509_0011.csv ELRE
ML) REQ_D002_20050509_001.csv  E5|REQ_0008_20050509_001.csv  ELRE
Recent S REQ_0003_20050509_001.csv 4 REQ_0009
=L REQ_0004_20050509_001.csv  E5|REQ_0010_20050509_001.csv  BEL|RE

U

_ 20050509_001.csv  EGRE

@ ELREQ_0005_20050509_001.csv  ELREQ_0011 20050509 001.csv  EL|RE
El]REQ_0006_20050509_001.csv  ELREQ_0012_20050509_001.csv  EL|RE
Desktop Al REQ_0007_20050500_0001.csv EE|REQ_0013_20050509_001.csv  EhRE

BL]REQ_0007_20050509_0002.csv h|REQ_0014_20050509_001.csv  Eh|RE
//- T MRy =5 REQ_0015_20050509_001.csv  EhRE
ELREQ_0007_20050509_0004.csv ELREQ_0016_20050509_001.csv  EL|RE

My Documents
El]REQ_0007_20050509_0005.csv EE|REQ_0017_20050509_001.csv  Eh|RE

REQ_D007_20050500_0006.csv S5 REQ_0018_20050509_001.csv RE
}

G r =L REQ_0007_20050509_0007.csv Eh|REQ_0019_20050509_0001.csv Eh|RE

Wy Computer ELREQ_0007_20050509_0009.csv EREQ_0020_20050509_001.csv  ERE

S REQ_0007_20050509_0010.csv BREQ_0021_20050509_001.csv  EhRE

“.} 3 >
MVPYI*J:EE;W File name: |REO_DDD?_2DDSD§D5_DD[)3 cav j QOpen |
Files of type |4 Files ) | Cancel
Figure 1.10
4. Type in LEA number in the LEA number box.
Select | Validate File l on the main SSID Request File screen.

oo

File Validation processing will begin. The file will be loaded, and then each field will be
validated in the row.

7. After validation the file’s status will be shown. If the file status is File Passed Validation
then proceed to upload it to the SSID web site.

NOTE: All files must PASS the SSID Request File Validation application or they will
NOT load into the SSID system for processing.

Problem Resolution
1. The status for each row in the SSID Request File will be displayed in the application.
2. LEAs may view all row status or filter to only view rows with errors.

[ Save Displayed Results l

3. Clicking on the to saved row status in multiple file formats for
review and convenience. LEAs must fix all validation errors prior to uploading the file to
the SSID system.

4. LEA’s may now save non-error rows of a file to a “VALIDATED?” file. This is a new

feature which is accessed by clicking on the new __Save Filewlo Emors | 1 i 1t s
described in more detail below.
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=¢ LEA - SSID Request File Validation Application - 10-03-2005
File

File Path | C-\Documents and Settingsibloveland\Desktop\SSID Demo\2006 Real DataREQ_007_20050915_0002.CS\ LEA Number |07

File Name |REQ_007 20050915 0002.CSV 1 SRR |
2| Validate File |

File Row  Status Validation Status Student Number Data 3 l Save Displayed Results ]

245 LEA Mumber error. FAIL 1171521 Al

246 LEA Number error. FAILL 1206004 Al l S AIEINT e ]

247 LEA Number error. FAIL 1206010 Al File Processing Status

248 LEA Mumber error. FAIL 1206402 Al Number of Records

249 LEA Number error. FAIL 1210352 Al

250 LEA Number error. FAIL 1213232 Al 2ie)

251 LEA Number error. FAIL 1213271 Al

252 LEA Number error. FAL 1213447 Al LLLILLLELLL L L]

279 LEA Mumber error. FAIL 1206000 Al

Processing Counts

Rows Read: 279
Rows Validated: 270
Rows in Error: 9

Results Filter
@ View Errors Only
O View All Results

Update Support Files

Username

Password

< >

|D0ne processing file: C:\Documents and Settings\bloveland\Desktop\SSID Demo\2006 Real Data\REQ_007_20050915_0002.CSV

C:\Program Files\SSID Request File Validation\,

Figure 1.11

1.9.3 Updating File Validation Support Files

Automated Update Support file functionality will be added in the near future. The functionality will
make updating key files that the application uses much easier. In order for SSID Users to update the
support files they must have an account which can log into the SSID system and internet access. The user

will type in their SSID user name and password and then click on . The old
support files will be backed up and the new support files downloaded to the application.

1.9.4 Saving Validation Results to a file

The contents of the validation results window can be saved in multiple file formats. In order to
save files in the PDF format the Ghostscript software must downloaded and installed. The free
Ghostscript software can be downloaded from the Support page.

1.9.5 Saving SSID File w/No Errors feature

The validated contents/rows of a file can now be saved to a file. The validated file is called
[original file name] + [ VALIDATED].CSV file. SSID users may revalidate the “validated”
file, rename it and then upload it to the SSID web site for processing. This feature is only

Save File w/No Errors

enabled if a file contains validation errors. The button ’ ] will create the file

with no error rows in the same directory as the original file.
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Example:
ELlrEQ_007_20050915_0002.C5V
EL|REQ_007_20050915_0002_VALIDATED.CSV

1.10 Website Security

Website security has been designed to ensure the privacy of the data being used throughout the
website. Access to the website is secured with 128 bit SSL and requires a valid user 1D and
password. The SSID website has multiple security levels. The security level assigned to a user
ID dictates the actions that the user ID may perform on the SSID web site. Internet browsers that
have been logged into the website and left idle for a period of time are required to login again in
order to continue working on the website.

1.10.1 Secure Socket Layer (SSL)

The SSID web site is only available using a browser capable of 128 bit SSL encryption such
as Microsoft Internet Explorer. This level of encryption allows for maximum security of data
being transferred to and from the SSID website.

1.10.2 User ID Security Roles

When a new user ID is created, it is assigned one of two security roles: LEA Admin or LEA
User. A user ID with the LEA Admin security role may create other user ID’s with the LEA
User security role. Table 1.12 identifies system security and functionality as it applies to each
user type.

LEA

A LEA User

SSID Functionality

x
x

Login
Student Maintenance
Student Search
View & Edit Student Detail
Add Single Student
Retrieve Student
Merge Students
File Maintenance
Upload Request File
Cancel File
Cancel Rows
Reconcile Rows
Reprocess File
Download Response File
Administration
Add LEA Administrators
Add LEA Users
Change LEA User Attributes
Change Own Attributes
Change/Reset LEA Passwords
Reset Own Password
View LEA User Information
Activate/Deactivate LEA User ID

XXX [X|X
XX | X[ XX

XXX XXX
XXX XXX

XXX [ XXX
x

x
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Table 1.12

1.10.3 Obtaining a User ID and Password

An LEA must submit the proper form or contact the USOE directly to request a user ID with the LEA
Admin security role. An LEA will have, at a minimum, at least one user ID with the LEA Admin
security role. User IDs with the LEA Admin security role create user 1Ds with the LEA User security
role. User ID’s may be created only for the same LEA to which the creating user ID belongs.

1.10.4 Password Security

LEAs are able to change their password using the Edit User Info option.
Passwords must meet the following criteria:

1. Be at least 8 characters in length,

2. Contain at least 1 number (0-9),

3. Contain at least 1 uppercase letter (A-Z),

4. Contain at least 1 lowercase letter (a-z)
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2 Logging into the System

A USOE assigned User ID and Password is required to gain access to the SSID system. Users are
required to use strong passwords (8 characters or more, upper case letters, lower case letters and
numbers). For security purposes, Invalid User Logins are disabled after 3 consecutive failed
attempts; if an account should be disabled, users are required to contact their local LEA user
administrator or the USOE in order to have it reset.

Login

User Hame

Password

Figure 2.1
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3 Home Page

The SSID Home Page is the root of the web site. This page is the starting point for the user once
they are logged into the SSID web site. The Support link is included to give users access to web
site documentation usage and other quick links.

The home page may contain system messages for the user. After logon, these messages will alert
users to important SSID information.

Piy Utah State Office of Education | SSID

| File Processing

Home
(D

User LEA Admin Davis
LEA DAVIS DISTRICT (07)
School WA

| Student Search

| User Maintenance

| support | Log Out

File Maintenance
Upload Reguest File
Review File Processing

Review File History

Welcome to the SSID Website

Frequently Asked Questions (FAOQs)

Student Maintenance
Student Search
Retrieve Student
New Student
Update Student Info
Student History

Merge Students

Calendar of Events

User Maintenance

Edit User Info

Change Password

Support

‘/ May 25t
'/June q7th

‘/September qst

'/September gth
5:00 AM

‘/September 237
5:00 AM

January 16t 2006

USOE Data Conference

USOE Data Conference

Production File Validation
Application

S5ID System Available for
Production Use

SSI0 Training

UBSCT - SSID Uzage

First district S5ID System Training / Seminar

Second district SSID System Training / Seminar

Downlead newest version of the File Validation Application.
Install and uge to validate SSI0 Request Files prior to uploading them to the website on September 8 L)

SSID System available for production use. Begin uploading and proceszing SSID Request Files.

Third SSI0 System Training

SEID= will ke required on UBSCT submizzions.

utah
GOV

'I"L Documents of Interest

LEA S5ID Preparation Checklist

5510 Implementation Timeline

Click the download button to view a checklist LEA= =hould use when implementing their
SSID Integration project.

Click the downlead button to view the SSID Implementation Timeline.

Site Index | State Board | Contact USOE

Copyright & 2005 State of Utah Office of Education

SSID Support: s=sidhel

schools.utah.gov (801) 538-7500

Figure 3.1
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4 File Maintenance

The File Maintenance area of the SSID web site is provided to aid in sending SSID Request Files,
retrieving SSID Response Files, checking file statuses and correcting errors found in SSID Request
Files. The following sub-sections explain and provide the steps for all web page areas listed under File
Maintenance.

| utan siare |
Erd . . User LEA Admin Granite
Utah State Office of Education | SSID LEA GRANTTE DISTRICT (12)
School NA
Home File Processing Student Search User Maintenance Support Log Out
File Maintenance I File Processing File History
Upload Request File
Review File Processing Filename Status Downloaded # of Rows # of Errors  File Error s
Review File Histo REQ 012 20050825 0002.CSV Queued 15
REQ 012 20050825 0001.CSW Completed / 15
Student Maintenance
Student Search
Retrieve Student
New Student
Update Student Info v
Student History < >
Merge Students ’ Refresh ] ’ Cancel File ] View File Surmmary
User Maintenance #of Rows: 15 Uploaded [08/25/2005 05:06:09 PM Uploaded By |LEA Admin Granite
Edit User Info # of Errors: 0 Last Processed Last Download |
# Posted: i} Response File Created Process Completed |
Change Password # Canceled: I—U
Support q
‘ . Preparing
Ragfived Legfling | Queued Posting Completed
Download
u ah Site Index | State Board | Contact USOE
(p‘ré Ov Copyright ® 2005 State of Utah Office of Education
SSID Support: ssidhelp@schools.utah.gov (801) 538-7500
Figure 4.1

4.1 Uploading SSID Request Files

Upload Request File provides a file transfer area for uploading SSID Request Files from the
LEAs to USOE. Each LEA creates a comma delimited file (.csv) and verifies the contents with
the provided SSID Request File Validation Application tool; see section 1.9 for more information
on this tool. Before the file is uploaded, the web page verifies the file name and that it has not
been uploaded before. The LEA browses for the file through the SSID web site interface and
uploads it to the USOE system. After the file has been uploaded to USOE, the LEA may check
the file processing status using the Review File Processing page. After the file uploads, a
successful message appears and the file appears in the File Processing screen with its current
status as shown in Figure 4.1.

4.1.1 Before Uploading
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Before uploading a file to the SSID system, the file content layout should be verified, and the file
name must adhere strictly to the SSID Request File naming standards in order to be accepted by
the web site. The SSID Request File Validation Application is provided for validating the
contents of an SSID Request File. See Section 1.9 for more information on this tool. The SSID
Request File specification is available on the SSID web site Support page.

4.1.2 File Layout Verification

Several SSID Applications are in place to validate the layout of files to be uploaded. One is
downloaded and is described in Section 1.9 and installed locally at the LEA. The other is
included as part of the SSID web site backend file load process. These file validation engines
will aid in getting the proper file format for uploads, and eliminate the possibility of errors.

4.1.3 Steps

The following are general steps to be used in the uploading of SSID Request Files to the SSID
web site.

1. Create a SSID Request File with one row for each student request

2. Use the provided SSID File Verification Application tool to validate the file’s contents,

see Section 1.9 for more information

Login to the SSID web site using a valid user ID and password.

4. Select the Upload Request File link on the SSID home page. The Upload File screen
will appear as in Figure 4.2

w

ura siate |
Erd . . User LEA Admin Granite
Utah State Office of Education | SSID LEA GRANTTE DISTRICT (12)
School NIA
S Home File Processing Student Search User Maintenance Support Loqg Qut
File Maintenance Upload a SSID Request File
Upload Request File
Review File Processing
X . Request File Name:
Review File History
—
aintenance
Upload
Student Search
Retrieve Student Click here to wiew the SSID File Specifications *

New Student
Update Student Info

Student History
* The document requires Adobe Acrob af® Reader®.

Merge Students
Click here to get it.

User Maintenance

. aetAdobe
Edit User Info Readg,-‘7

Change Pazsword

Support
u ah Site Index | State Board | Contact USOE
@‘éov Copyright @ 2005 State of Utah Office of Education
SSID Support: zsidhelp@=chools.utah.gov (801) 538-7500
Figure 4.2
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5.

o

Click on the button to open the Choose File window as seen in Figure 4.3,
and navigate to the SSID Request File

Choose file

Look in; |@Sample Request Files j " |‘=_“F '
L) REQ_D001_20050509_001.csv  EL)REQ_0008_20050509_001.csv Bk RE
‘.IJ =L REQ_0002_20050509_001.csv  EGREQ_0009_20050509_001.csv  E4RE
Recent =L REQ_0003_20050509_001.csv  EGREQ_0010_20050509_001.csv  E4RE
L REQ_0004_20050509_001.csv 5 REQ_D011_20050500_001.csv  EhRE
@ =L REQ_0005_20050509_001.csv EGREQ_0012_20050500_001.csv  EiRE
- =L REQ_0006_20050500_001.csv  E5REQ_0013_20050500_001.csv  E4RE
Desktop =L REQ_0007_20050509_0001.csv EB|REQ_0014_20050509_001.csv | RE
. L REQ_0007_20050509_0002.csv E5|REQ_0015_20050509_001.csv  Ei|RE
/} L) REQ_0007_20050509_0003.csv  EL)REQ_0016_20050509_001.csv B RE
- L) REQ_D007_20050509_0004.csv ER]REQ_0017_20050509_001.csv B RE
My Documents
=L REQ_0007_20050509_0005.csv EGREQ_0018_20050509_001.csv  E4RE
. =L REQ_0007_20050509_0006.csv E5REQ_0019_20050509_001.csv  E4RE
=L REQ_0007_20050509_0007.csv E5REQ_0020_20050500_001.csv  EiRE
W'Com - =L REQ_0007_20050509_0009.csv EB)REQ_0021_20050509_001.csv B RE
puLer

=L REQ_0007_20050509_0010.csv E5REQ_0022_20050509_001.csv  Eh|RE
. % | £

M)'Pll\EIIect:sork File name: | ﬂ Open

Files of type: | Al Files () Bd| Cancel

Figure 4.3

After locating the correct SSID Request File, select it and click on
The SSID Request File that was selected, along with its path, should now appear in the
Request File Name box

Click on LUP13d J 46 start the upload process

»Upload time depends on the LEAs internet connection speed and the size of the file

being uploaded.

After the file has been successfully uploaded, the below message box will appear.

Microsoft Internet Explorer [’EI

! ": Upload Complete

4.1.4 Troubleshooting

Figure 4.4

If you are unable to log in to the SSID web site please verify your password with your LEA
Administrator or with the USOE administrator.

For Issues downloading files, please verify the file name and the file contents.
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4.2 Review File Processing

The Review File Processing page is provided to view the status of uploaded file(s), review file
error(s), and control LEA file processing. SSID Request Files are displayed on the screen after
they have been submitted to the SSID system for processing. Fourteen days after an SSID Request
File reaches a completed (or canceled status) it will only display on the File History page.

Note - This period of fourteen days is a USOE configurable parameter and may be changed
in the future.

In order for a file to have a completed status, all errors were canceled (or corrected) and at least 1
download attempt was made or the file failed the File Load process and was canceled.

4.2.1 Monitoring Uploaded Files

After uploading the SSID Request File to the SSID web site, you may select the Review File

Processing page to see the current status for your files. Table 4.5 shows a list of each status and
their definition.

Status Definition
Received The SSID Request file has been received for processing.
Loading The file contents is being validated and loaded into the system.
Queued The file contents have been loaded and individual rows are
waiting to be processed.
Posting The file is being matched and processed in the SSID system.
Preparing Download | The file has completed processing and the SSID Response File is
being created
Completed The file has completed all processes.
Table 4.5
4.2.1.1 Steps

The following are general steps to be used in the monitoring of SSID Request Files.

1. Log on to the SSID web site with a valid user ID and password
2. Select Review File Processing from the File Maintenance section of the home page

3. Click on a file name in the File Processing window to get a status. See Figure 4.6 for an
example.
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f’j Utah State Office of Education | SSID
[ EoucaTos | L

User LEA Admin Davis
LEA DAVIS DISTRICT (07)
School Ni&

ome File Processing Student Search User Maintenance Support Log Out
File Maintenance | File Processing | File History
Upload Regquest File -
Filename Status Downloaded # of Rows # of Errors  File Error
Review File Py ing X .
e REQ 007 20051004 6667.CSV  Action Required 71 271
Review File Histo REQ 007 20051004 6585.CSV Completed 270
Student Maintenance REQ 007 20051004 2223.CSV Action Required 1 1
REQ 007 20051004 1222.C5V Action Required 1
Student Search . .
I REQ 007 20051004 1212.C5V Failed Row: 1 has too many carriage returns before |
Retrieve Student REG 007 20051004 0666.C5V Failed LEA number does NOT match user LEA on Rov
New Student REQ 007 20051004 0088.CSV Completed 2
REQ 007 20051004 0066.CS5\W Failed = s
T — Row: 15 has too many fields. “
< >
Student History " " " " "
’ Refresh ] ’ Cancel File ] [Cancel Errors & Re-F'rucess] ’ Reprocess File ] ’V|ew File Summary] ’ View Errors
Merge Students
- # of Rows: 1 Uploaded [10/04/2005 02:46:08 PI Uploaded By | EA Admin Davis
User Maintenance # of Errors: 1 Last Processed [10/05/2005 02:20:13 EM Last Download |
Edit User Info # Posted: 0 Response File Created Process Completed |

Change Pazzword

Support

U580

# Canceled: 0

Preparing

ety aTa

Completed

Required JeliIES|

Site Index | State Board | Contact USOE

Copyright & 2005 State of Utah Office of Education
S5ID Support: ssidhelp@schoolz.utah.gov (801} 538-7500

Figure 4.6

4.2.2 Processing Files with Errors

After an SSID Request File has been uploaded, the file may have errors. If the file had errors
while processing then a status of Action Required will appear next to the file name as shown in
Figure 4.6. The following is a list of options that are available with a file that has errors.

e Click on the filename with status of Action Required

e The errors may be viewed by clicking on

e Select [Came' Errors & Re-Pracess ]to cancel all rows that had an error and process the file
WITHOUT these rows being posted. The SSID Response File will be created by the system.

[ Reprocess File ]

error rows, then the errors will prevent the file from being completed.

4.2.2.1 Steps to Process Individual Errors Rows

will submit the file for re-processing. If corrections have not been made to

The following are general steps to be used in resolving errors in an SSID Request File.

> wphpE

Log on to the SSID web site with a valid user ID and password
Select Review File Processing from the File Maintenance section of the home page
Click on the file to get its status

When the file status is Action Required, click on
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5. Errors will be presented one at a time (Figure 4.7); navigate through errors using the options
shown in Table 4.8
Figure 4.7
Option Function
_New Student | Create a new student from this information
([ Cancel Row | Cancel the processing of this row
[ Resubrit Row | Reprocess row
B Move to the previous error
[ ext > | Move to the next error
Table 4.8
6. Select to move to the next error until all errors have been processed
7. Return to the Review File Processing page
8. Select

4.2.2.2 Steps to Cancel Errors and Re-Process File

The following are general steps to be used in canceling errors and reprocessing an SSID
Request File.

ok whE

Log on to the SSID web site with a valid user ID and password
Select Review File Processing from the File Maintenance section of the home page
Click on the file to get its status

When the file status is Action Required, click on [Came' Errors & RE'PFDEESS]

All errors rows will be canceled from the file and the file will be re-processed

4.2.3 Reviewing File Summary

The Review File summary page will show detailed information about each file.

4.2.3.1 Steps

The following are general steps to be used in viewing the summary of a processed file.

s whe

Log on to the SSID web site with a valid user ID and password
Select Review File Processing from the File Maintenance section of the home page

Click on the file to get its status.
[‘v’iew File Summary ]

Click on
The file Summary will be displayed
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4.2.4 Reprocessing an SSID Request File
Reprocessing a file will resubmit it into the system for processing. Unless there has been a change to the

file, or a change to the information contained in the SSID web site, the file will fail again with the same
errors.

4.2.4.1 Steps to Reprocess an SSID Request File
The following are general steps to be used in reprocessing an SSID Request File.
Log on to the SSID web site with a valid user ID and password

Select Review File Processing from the File Maintenance section of the home page
Click on the file to get its status

When the file status is Action Required, click on [ Reprocess File ]

The file will be reprocessed

ok whE

4.2.5 Canceling Files

Files can ONLY be canceled BEFORE they are processed. Use the cancel file option to cancel the
processing of a file. Rows that have been posted can not be cancelled.

4.2.5.1 Steps to Cancel a File
The following are general steps to be used in the canceling a file in progress.

Log on to the SSID web site with a valid user ID and password
Select Review File Processing from the File Maintenance section of the home page.
Click on the file to get its status.

When the file status is Action Required, click on

The file will be canceled

o whE

4.2.6 Downloading a SSID Response Files

After an SSID Request File has been completely processed and posted to the SSID database, a
SSID Response File is created. LEAs may download the SSID Response File by clicking on a
Completed file to select it and then clicking on the Download button. If a file has already been
downloaded a check in the Downloaded column will appear. File(s) may be Downloaded by
LEA’s as many times as they wish. LEASs should synchronize their SIS systems with the SSID
Response File to ensure that each LEA SIS system and the USOE SSID system are in sync. The
date and time that each SSID Response File was downloaded by the LEA is shown under the file
list window.
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[
== ) User LEA Admn Granke
[‘1 Utah State Office of Education | SSID LEA GRANTE DSTRT (12
[
| Homse File Processing Student Search User Madntenance Sampport Log Out
]
Filiy Maintonance File Error Detail
Uplcad Request Fie File Mame File Row = Error # Type of Request
Eview Fiis Processing REQ_012_20050825_0002.C5V Row 2 of 45 Error 1 of 19 New
= Type of Error - More than one mabch found on first name, middle name, last name, gender, and birth_date
Lot Hi
St Maing Submitted Row - Thas i what was sert n the SSID Request File for the student
5 1 Sear Last Name First Nama Hiddle Hame  Birth Date Gender SSID LEA # LEA Student # School 2
. Q71211985 M 2033553 pr F00
Eietrerep Stugent
. [ Cancel Row ][ Resubmit Row ] MNext >>
Upazitzent ot [Cam:el Emors & Re-F"mcess] [ Reprocess File ]
Stugers Malory
[t A L1
Matches on LEA Student Number or S5ID - This uses the 5510 andfor LEA Student Number provided in the Request File
T Last Name First Name HMiddle Name Birth Date Gender S5ID LEA # LEA Student # School
b Friar19as M 2033553 92 T00
han Lad
£ ]
Matches on Primary Attributes - This uses the primary atiributes provided in the Reguest File
Last Name First Name Hiddle Name Birth Date Gender SSID LEA @ LEA Student # School #
- = 121985 & 20335Ey 52 700
< .
h See hoex | Suce Board | Coniact WSO
Hégv Copyright @ 2005 Sta%e of Mah DIfce of Educalicn
S50 Support h B h (B0} SIE-TEO0

Figure 4.9

4.2.7 File Layout

The SSID Response File format is a comma delimited file (CSV). It is required that LEAS
download and synchronize their LEA SIS systems with the SSID Response Files. See the
specification document found on the SSID web site in the Support page for more information on
the SSID Response File.

4.2.7.1 Steps

The following are general steps to be used in the downloading of SSID Response Files to the
SSID web site.

1. Log on to the SSID web site with a valid user 1D and password

2. Select Review File Processing from the File Maintenance section of the home page

3. Click on the file that has the status of Complete

4. Clickon to display the screen as in Figure 4.10

5. Clickon lto display a navigation window

6. Select the location for the SSID Response File and click
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File Download E3

‘? b

\\_&

Some filez can harm pour computer. |F the file infarmation below
lookz suzpicious, or vou do not fully trust the gource, do not open or
zave thiz file.

File name: .. .ESP_0036_20050509_0099,csy
File type:  Microsoft Excel Worksheet

From: ssid, schools, ukab, gow

& Thiz type af file could harm your computer if it containg
ralicious code.

Ywhould you like to open the file or save it to your computer?

Open m.ave | [ Cancel ] [ More Info

Figure 4.10
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4.3 Review File Summary

The File Summary page is provided to assist in troubleshooting SSID Request File processing issues and
to give the user a broad view of a SSID Request File. See figure 4.11 for an example of the File
Summary page.

Information found on this page includes:

General File information (file name, upload date...)

Current file status.

File status history

The total number of rows in the file

The number of rows for each request type

The number of rows posted

The number of rows canceled

The number of rows in error

A summary of row errors and the number of rows with each type of error
A list of file load and validation errors

Piy Utah State Office of Education | SSID

User LEA Admin Davis
LEA DANIS DISTRICT (07 )
School NiA

Review File History

Student Maintenance
Student Search
Retrieve Student
New Student
Update Student Info
Student Higtory

Merge Students

REQ_007_20051004_8557.CSV Action Required 10/04/2005 02:19 PM 10/04/2005 02:19 PM

Home File Processing Student Search User Maintenance Support Log Out
File Maintenance File Summary
Upload Reguest File
Review File Processing File Information
Filename File Status: File Uploaded Last Processed Last Download Match Attempts

1

Request File Status Summary Request Type Summary Row Count Summary

User Maintenance
Edit User Info

Change Password

Support

U580

File Status Status Date Request Type Count #ofRows 271
Received 10/04/2005 02:19:35 PM Mew 271 # Posted ]
Loading 104042005 02:19:39 PM Retrieve 0 # Canceled 0
Queued 1040442005 02:19:42 PR Update 0 #ofErrorz 271
Posting 1040442005 02:15:50 PM Werify 0
Action Required 104042005 02:19:52 PM
File Row Error and Warning Summary
Errors
Description Count
LEA Student Number Exists (204) 271

Ho File Errors

Site Index | State Board | Contact USOE

Copyright & 2005 State of Utah Office of Education
S50 Suppert: ssidhelp@schocls.utah.gov (801) 538-7500

Figure 4.11
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4.4 Review File History

As files are processing in the system they are accessed by using the File Processing page. Fourteen days
after a SSID Request File reaches a completed (or canceled status) it will move to the File History page.

Note - This period of fourteen days is a USOE configurable parameter and may be changed
in the future.

For a SSID Request file to have a completed status means that all rows were either posted or canceled and
at least 1 download attempt was made or the SSID Request File failed the File Load process and was
canceled.

Files that have moved to the File History page will be visible until USOE determines that it is time to
archive the file(s).

The File History page looks and works a lot like the File Processing page, except that files listed on the
File History page cannot be reprocessed or modified. Figure 4.12 shows an example of the File History

page.
[iansiure] - -
Ed . . User LEA Admin Granite
Utah State Office of Education | SSID LEA GRANTTE DISTRICT (12)
School Ni&
Home | File Processing | Student Search | User Maintenance | Support | Log Out
File Maintenance File Processing II File History
Upload Request File
Review File Processing Filename Status Downloaded # of Rows File Error A
Review File Histo REQ 012 20050825 0001.C5W Completed v 15
Student Maintenance
Student Search
Retrieve Student
New Student B
Update Student Info oy
Student History < >
Merge Students View File Summary
User Maintenance #of Rows: 15 Uploaded |05/25/2005 05:06:02 PM Uploaded By |LEA Admin Granite
Edit User Info #of Errors: 0 Last Processed |05/25/2005 05:06:02 PM Last Download [08/25/2005 05:10:24 PM
# Posted: 15 Response File Created [05/25/2005 05:06:24 P Process Completed [06/25/2005 05:06:24 PM
Change Password # Canceled: I—D
Support
Completed
u ah Site Index | State Board | Contact USOE
@‘éov Copyright ® 2005 State of Utah Office of Education
SSID Support: ==sidhelp@@zchecls.utah.gov (801) 538-7500
Figure 4.12
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5 Student Maintenance

The SSID web site allows LEAs to maintain student information in the system. Student Maintenance is
started by using the Student Search screen as seen in Figure 5.1. For security purposes, a history of all
student maintenance modifications is retained by the SSID system.

s . . User LEA Admin Granite

['] Utah State Office of Education | SSID | LEA GRANTE DSTRCT (12
00

ey Home File Processing Student Search User Maintenance Support Log Out

File Maintenance
Upload Request File
Review File Processing
Review File History

Student Search and Maintenance

The SSID or the Last Name and first 2 characters of the First Name are required. (Only active students are displayed.)

Student Maintenance
Student Search
Retrieve Student
New Student
Update Student Info
Student History

Merge Students

Last Name First Name Widdle Name
Gender (O Male ) Female Birthdate (mm/ddivyyy) SSID
School Year LEA LEA School# LEA Student #
Search ” Reset Matches
SSID Lazt Name Firzt Name Middle Name Gender Birth Date Lazt Updated Created

User Maintenance

Edit User Info

Change Password

Support

u a h Site Index | State Board | Contact USOE

@‘éov Copyright @ 2005 State of Utah Office of Education
SSID Suppert: ssidhelp@scheols.utah.gov  (801) 538-7500

Figure 5.1

5.1 Searching for Students in the System

Student searches will allow students to be looked up using either the students SSID number or by
using a combination of the full last name and the first two letters of the first name. After doing a
search, student information will appear and can be edited from the same screen.

5.1.1

Steps

The following are general steps to be used in the searching for students.

1.
2.
3.

Log on to the SSID web site with a valid user ID and password

Select Student Search from the Student Maintenance section of the home page

Enter a student’s SSID number or their last name along with the first two letters of their
first name
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4, Click on

5. Students that match the search criteria are displayed. Figure 5.2 displays a possible result
using the last name of anderson, and the first name as br.

—_— ) . User LEA Admin Grante
Utah State Office of Education | SSID LEA GRANTTE DISTRICT (12)
School Ni&
Hisrmwe File Procgseing Sluchent Saarch Usar Maintanance SuppOr Liosfy Ouit
File Maintenance | Student Search and Maintenance
SRR IR The SS5I0 or the Last Name and first 2 characters of the First Name are required. {Only active studants are displayed.)
Review Fie Procéssing
Last Mame [anderson Firsi Mame pr Hiddke Hame
Beview Fie Higlory
Gender s ) Famaie Birthdate {mméddiyyyy) i
ST TR | School vear LEA LE& School® LE&L Student &
Shggent Saarch
Search Reset 1
Retrieve Shedent | " Matches |
Newe Student S50 Last Hare: First Hame: Middie Name Gender Birth Date Las! Updated Created
Al 2005020 ANDERSON BRE S/3E005 12:32:56
2028345 ANDERSON BR SF2005 13:35:37
Shudent History 2002375 ANDERSON BRES SrAH005 12:15:40
lEargs Sigents 2051 355 Angarson Bre= SIB00S 13:37.00
2030277 Anderson B i _ SIH005 13:26:28
L e | SDZG9EE Andarson B SSA005 13:36:20
faer inf 2030725 Anderson Bre== SA005 13:38:43
Change Passward 2020343 ANDERSON BR= SIVH005 124540
2026308 ANDERSON BRT— = 5732005 13:34:50
Support | 2033120 Andersan Bires SNZO05 13:37:22
u She index | Siate Board | Contact USOE
@‘ég Copyright © 2005 State of Uiah Difice of Education
S50 Support. gagheipidschock ytah goy  (B01) 5387500
Figure 5.2

5.2 Retrieving Students

The Retrieve Student area allows LEASs to transfer students from another district to their district.

5.2.1 Steps

The following are general steps to be used in retrieving student information.

1. Log on to the SSID web site with a valid user ID and password
2. Select Retrieve Student from the Student Maintenance section of the home page
3. Enter a student’s SSID number or their last name along with the first two letters of their first name
4. Click on
5. Select the correct student
6. Enter the correct LEA School # and LEA Student #
7. Click on
Note: If the student already belongs to the LEA, then only the Update option is available
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5.3 Creating New Students in the System

Students that are new to the Utah Public School system must have a new SSID created for them.
Kindergarten students are considered as new students and need to have an SSID created for them,
while students that may have been in the Utah school system must be searched for.

It is a requirement for all LEAs who provide testing for either privately taught or home-schooled
students to administer an SSID number for the student. To do this, each LEA must first create or
retrieve a student’s SSID number because private and home schools are not to have access to the
SSID system. The school number that the LEA assigns to the student will not be a school number
of their own, but one of the following:

990 - Home School
995 - Private School

5.4 Creating New Students Manually

To create students manually an LEA will use the New Student option from the SSID web site
menu. Before creating a new SSID for a student, the existence of the student should be verified,
or a duplicate may be created in the system. If a student exists with the same Primary Attributes,
the LEA will be required to over-ride the system to create the new student SSID. The New
Student screen is shown in Figure 5.3

| unan siare |
CEIOE OF i ) User LEA Admin Granite
Utah State Office of Education | SSID LEA GRANITE DISTRICT (12)
School NIA
i i Nai Log Qut
ey Home File Processing Student Search User Maintenance Support Log Out
File Maintenance Create New Student
Unload Request File Last Name | Firzt Name | Middle Name
Review File Processing Gender (O Male O Female Birth Date (mm/ddfyyyy) | 00/00/0000 School Year | 2pp5 v
Review File History LEA 12 LEA School # | LEA Student #
Student Maintenance [ Save ] [ Reszat ]

Student Search
Retrieve Student
New Student
Update Student Info
Student History

Merge Students

User Maintenance
Edit User Info

Change Pazsword

Support
u ah Site Index | State Board | Contact USOE
@:‘-éov Copyright ® 2005 State of Utah Office of Education
SSID Support: zsidhelpi@=schoolz.utah.gov (801) 538-7500
Figure 5.3
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5.4.1 Steps

The following are general steps to be used in creating a new SSID for a student.

s wnh e

Log on to the SSID web site with a valid user ID and password
Select New Student from the Student Maintenance section of the home page
Enter a student’s complete information

Click on L—S==
Make note of the new student’s SSID in the LEA SIS system.

5.5 Updating Students

LEAs are able to update existing student attributes in the SSID system using the website or using
the SSID Request File process. This may be done manually or in a batch process.

55.1 Steps

The following are general steps to be used in updating student information.

1.
2.

N ook

Log on to the SSID web site with a valid user ID and password

Select Update Student Information from the Student Maintenance section of the
home page

Enter a student’s SSID number or their last name along with the first two letters of their
first name

Click on |___3sarch__ |

Select the correct student
Enter the updated student information

Click on

5.6 Reviewing a Student’s History

An LEA may view changes that have been made to a student by using the Student history section
of the web site.

5.6.1 Steps

The following are general steps to be used in viewing Student History.

1.
2.
3.

Log on to the SSID web site with a valid user ID and password

Select Student History from the Student Maintenance section of the home page
Enter a student’s SSID number or their last name along with the first two letters of their
first name
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4, Click on

5. Select the correct student

6. Click to view the screen shown in Figure 5.4

[amavian |
S . User LEA Adman Grands
[ll Utah State Office of Education | SSID | LEA GRANTE DISTRECT (12
Hame File Processing Student Search Usar Maimtenance Supgort Log Out
File Maintenance Student History
B ik Student Information
Revigw Fie Processing S50 Last Harms Firat Nasma Widdle Hame Gander Birth Dale  Last Mod Uasr Last Updated Dt Active nd Inact
~ 2005020 = L5 )
Bevisw Fils Higtory o
€ ¥
Student Maintenance
Ko Student History Rows
Shadent Search Student Location
Betrve Shaden ) sY LEA School LEA Student # Last Varified Dt Last Ratrisved Dt Last Updated Ot
Mew Student 005020 2005 T _— __ BRE2005 08:06;14 5
£ >
Upaate Studsamt infe
Student Location History
Shadent Histp:
L it 550 Y LEA Schoal LEA Student # Last Verified Dt Last Retrieved Dt Last Mod User Li
Marge Students 2005020 2005 == e == S8
User Maintenance
£ *
Edi Usar info
Ho Merge Records
han: Py e
Support
Sie index | State Board | Contac USOE
HESU Copyright @ 2005 State of Utah Office of Education
S50 Support. siihelp@ischosts ulah goy (B0} 538-7500

Figure 5.4

5.7 Merging Students in the System

Duplicate students may exist in the SSID system based upon LEA data entry. This may occur due
to incorrect information, or user error. To resolve the occurrences of student duplications, the
student merge feature is used.

To use this function, all SSID numbers for a student must be known. A search may be performed
to find a student’s SSID numbers.

5.7.1 Description

A student may have more than one SSID number in the SSID system. Duplicate SSID records
can occur when student names or other student attributes are entered incorrectly or when possible
matches identified by the SSID system are ignored. Duplicate records are generally discovered
while searching for student information. To resolve occurrences of duplicate student records the
student merge feature is used. After an SSID number has been merged, it is no longer
considered valid for preprint and all-student files, or for student searches.
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5.7.2 Steps the LEA must take before contacting USOE

1.

Before a user requests that SSID records be merged, all LEAs involved must be contacted by
the requesting LEA’s user to ensure that a duplication does, in fact, exist. The user from the
requesting LEA should make a note of who they spoke to at each involved LEA to verify a
duplicate student.

The requesting LEA must verify that the student already exists in the SSID system based on
the student’s name, gender, date of birth and any other common information available to the
involved LEASs such as parent names, address, etc.

If you know the school(s) the student transferred from, this information can be helpful in
identifying duplicate students based on the student location records.

The user requesting the merge must know the LEA Student number that will be kept for
his/her LEA.

5.7.3 Information the requesting LEA must provide to USOE

Once it has been verified that a duplicate student exists, the USOE requires the following
information in order to perform the merge:

1.

2.

The SSID number to be kept — this will always be the lowest (earliest assigned) SSID number
that exists for the student

The SSID number(s) to be merged —it is possible that there may be more than one duplicate
student record for the same student to be merged

The requesting LEA’s assigned Student number - this is the student number that will be kept
in the SSID system

The name of the individuals contacted at all LEASs that will be affected by the merge being
requested

The name of the SSID user from the requesting LEA asking for the merge as well as the
reason for the request. This must be an SSID user with active and unlocked status, who is
authorized to use the system

5.7.4 Information provided after the merge is successfully completed

When the merge is complete, the affected LEAs will be notified by email. The email
notification states that either the kept or the merged SSID had one or more location records at the
affected LEAs. All LEAs should update any student records” SSID number to reflect the kept
SSID number. This update should be made within the LEA’s SIS system if its SIS system had
the student’s merged SSID number and not the kept SSID number. The merged student location
record(s) will have been combined with the kept SSID record.
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5.7.5 Merged Student Search

The Merge Students link on the SSID web page has been replaced with Merged Student
Search. If you have records containing an SSID number that does not have active status in the
SSID system, it is likely that the SSID number at your LEA has been merged. An SSID user can
now verify this using the Merged Student Search feature. (See figure 5.5)

ursn crare ] -
oy User Liza Lindgren)

{l] Utah State Office of Education | SSID LEA USOE (39)
[Sehool Mis,

e 10ME File Processing Student Search User Maintenance Support Log Out
File Maintenance Merged Student Search

Uplozd Recuest File

Review File Processing SsiD 'Fo Search |

or
Revievw File Histary
T

Student Maintenance
Student Search
Retrieve Studert

ey Studert

Undate Student Info
Stucert History:

Merged Student Search

User Maintenance

Edit User Info

Change Password

Support

Site Index | State Board | Contact USOE

m‘éov Copyright @ 2005 State of Utah Office of Education

SEID Support: gsidhelp@zchools utah goy  (501) 533-7500

Ej é e Internet
Figure 5.5

5.7.5.1 Steps in searching for a merged SSID number

Log on to the SSID web site with a valid user ID and password
Select Merged Student Search from the Student Maintenance section of the home page

SSID to Search
Enter the SSID you are searching for in the box or |

Click on |__Search |

If the SSID was merged, the system will return a response showing the merged SSID in red
as well as the kept SSID number, student and location information.

If you determine that an SSID previously assigned to a student in your LEA has been
merged you should take whatever steps are necessary to update your LEA’s SIS system to
the kept SSID number.

s w e

o
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[ siare]
e . . User LEA Admin Satlake
Utah State Office of Education | SSID LEA SALT LAKE DISTRICT (36)
[Behool Ris
e Home File Processing Student Search User Maintenance Support Log Out
File Maintenance Merged Student Search
Upload Reqguest File
Review File Processing SSID ': Search 1168974
o
Revignw File History
Search ][ Reset
Student Maintenance
Studert Search Student Information
. Inactive
Retrieve Studert S50 Name Gender  Birth Date Last Updated Active? Reason Created
Mewy Studert Keep 1168974 TestData M 1M/2000  10/3/2006 11:46:11 1043/2006 11:32:23
Merge 1168975  Test Data M 1472000 0 10/3/2006 11:33:28
Update Studert Info =
< >
Student History
Student Lecation Information
derged Student Search
Student School School
User Maintenance S50 LEA School Murmber Year Created Phane #
Edit User Info Keep 1165974 36-SALT LAKE DISTRICT 104-BACKMARN SCHOOL 1000001 2007 105302006 11:32:23 (801) 575-6100
< >
Change Passward
Support
u a h Site Index | State Board | Contact USOE
m‘éov Copyright @ 2005 State of Utah Office of Education
S50 Support: ssidhelpi@schools utah.goy (8017 535-7500

Figure 5.6

5.7.6 Merged SSID Numbers and Testing — Processes to Follow

5.7.6.1 When to Create and Submit a New Pre-print File

If an SSID number in a pre-print file was merged, and that file has already been queued, it may be
necessary to resubmit the file. This is necessary when the LEA has submitted the original pre-print file,
answer sheets have been printed, and they have not yet been sent out. It is also necessary when the
LEA has not yet tested students for that testing period.

If an SSID number was merged, and the LEA student number was changed, and either of the two
necessary conditions above have been met, it is acceptable for the LEA to resubmit a small pre-print file
having the kept SSID number, and the current LEA student number. This may be done only if the student
number changed. New answer sheets will be generated from the corrected file.

5.7.6.2 When to Create and Submit a New All-student File

If an SSID number in an all-student file was merged, and that file has already been queued, it is
necessary to recreate and resubmit it if answer sheets have been sent, or if the LEA has tested students
for that testing period.

USOE_SSID_User_Manual.doc Page 40 of 48 4/3/2007



Utah State Office of Education - SSID Training Manual USOE & Comsys IT Partners

5.7.6.3 When to Contact Testing System Support for Scan File Corrections

If the LEA has tested students, and has queued its all-student file, it is possible for the scan file’s
validation and matching process to throw an error to the testing raw roster reports. If an SSID number
was merged and the LEA student number was changed and the all-student file containing both the kept
SSID and current LEA student numbers was submitted, there will be no match against the submitted pre-
print file. This is because the match is done against the LEA and LEA student numbers in the pre-print
file. Therefore, the scan file must be corrected based on the kept SSID and the LEA student number that
the LEA provides to Testing System Support.

In summary, when only the SSID number changed as a result of merging, a new all-student file containing
the kept SSID number will cause the Testing System to update. When both the SSID and LEA student
numbers have changed, the Testing System must be updated either early in the testing process, or later
in the process when the error lists on the raw roster report. It is important to note also, that manually
updating the LEA student number on the SSID web site will cause the same type of error on the raw
roster report even if the SSID number was not merged.

5.7.6.4 Consideration of the USOE data warehouse

Test results have been matched to the all-student file and loaded into the warehouse. Any merged SSID
number must be submitted as the kept SSID number for all future files.

erify duplicate
SSID numbers/ Contact USOE
student with merge
enroliment with request
other LEA(s)

Verify/Update Tested/Raw Roster Report Erro
kept SSID
number for LEA

SIS system

Contact USOE
for testing
system file

status

Request testing
system scan file
update

Answer sheets sent/Tested

Create/Submit
new all-student
file

Answer sheets unsent/Untested/ create/Submit
new pre-print
file

Kept SSID

=

Kept SSID/Correct LEA student number

Kept SSID number

LEA SIS
Database

Verified merge request
File status request/File status

Pre-
print
File

Merged/Kept SSID numbers /
m Kept SSID/Correct LEA student number

;

O = =
Support Testing

= ==

= — He0E

forall
Test file status query/SSID number update

Merge request affected

LEAs
Email
notification

to affected
SSID Database LEAs

Testing
System
Database

Figure 5.7
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6 User Maintenance

A valid user ID and password are required to use the SSID website. LEAs are able to change their
password using the User Maintenance web page. LEAs must contact USOE in order to create a new
SSID web site user ID. Each user has a specific security role in the system based upon how the user is
setup. LEA Administrators are able to add other LEA users and maintain their information in the
system. A typical User Maintenance screen is shown in Figure 4.1 with user names and information
removed for security purposes.

Note: LEA Administrators are ONLY able to manage and edit their own LEA users and
passwords.
U iari SiATe
T . . User LEA Admin Davis
Utah State Office of Education | SSID LEA DAVIS DISTRICT (07)
School NIA
Home File Processing Student Search User Maintenance Support Log Out

File Maintenance Edit User Info for DAVIS DISTRICT (07)

Upload Request File

Review File Processing

Review File History User Name Security Level Name Active? School# LastLogin Last Modif ™

P LEA User
Student Maintenance
LEA User

Student Search LEA User 710

Retrieve Student [ar— LEA Administrator 09/01/05 13:45:05  09/02/05 14: [
New Student < >
Update Student Info Save ” MNew ][ Reset Password ]

Student History -

Security Level | LEA User v | Active User? LEA Number | OT % Optional fields
Merge Students
System User Name | Locked? [] ’_E“ Last Login |

User Maintenance First Name | USOE Last Modified by | on |

Edit User Info Last Name | Approved? [] Created by lEa_admin_davis on [10/3/2005 10:17:10

Change Password *Title Approved by | on |

Phone [(501) 456-7854 ext. % Description
Support . . and Notes
Primary e-mail |
* Secondary e-mail |
%* School A4
u ah Site Index | State Board | Contact USOE
@‘éov Copyright @ 2005 State of Utah Office of Education
SSI0 Support: ssidhelp@@schools.utah.gov (801} 538-7500

Figure 6.1
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6.1 Creating new users

LEA administrators may create users for their own areas, and adjust the information for each user. The web
site holds contact and location information for each individual user. Changes are tracked for individual
users.

6.1.1 Steps

The following are general steps to be used in creating new LEA users.

1. Log on to the SSID web site with a valid user ID and password
2. Select Edit User Info from the User Maintenance section of the home page
. W
3. Click on [ ]
4. Enter the new user’s information into the system as shown in Figure 6.2
. Save
5. Click on [ ] to save user
[ Save l
Security Level | LEA User w | Active User? % LEA Number * Optional fields
System User Name | Locked? [] Last Login |
First Name | Last Modified by | on |
Last Name | Created by | on |
*Title | Approved? []
Phone | ext. Approved by | en |
Primary e-mail | *D::';mtti;;
* Secondary e-mail |
% School W
Figure 6.2

6.2 Editing Users

If an LEA user’s information is incorrect or needs changed, use the Edit User Info page to modify the
information.

6.2.1 Steps

The following are general steps to be used in editing user information.

Log on to the SSID web site with a valid user ID and password
Select Edit User Info from the User Maintenance section of the home page
Change the users information as required

Save ]

> bRk

Click on [
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6.3 Change Password

Passwords must be changed at regular intervals and at any time the password may have been
compromised. See Figure 6.3 for the Change Password page.

DEmCE OF

Student Search

Utah State Office of Education | SSID

Home File Processing User Maintenance Support

User LEA Admin Davis
LEA DAVIS DISTRICT (07)
School NA

Log Out

File Maintenance
Upload Reguest File
Review File Processing

Review File History

Student Maintenance
Student Search
Retrieve Student

New Student

Update Student Info
Student History

Merge Students

User Maintenance
Edit User Info

Change Pazsword

Support

utah
GOV

Change Password

All passwords must meet the following criteria:
1) Be at least & characters in length

2) Centain at least 1 number (0-9)

3) Contain at least 1 uppercase letter (A-Z)
4) Contain at leazt 1 lowercaze letter (a-z)

Current Pazzwaord

New Password

Confirm New Password

Save New Password

6.3.1.1 Steps

The following are general steps to change the current users password.

o rwbdE

Click on [

Copyright @ 2005 State of Utah Office of Education
SSID Support: gsidhelp@s=choolz.utah.gov  (801) 538-7500

Site Index | State Board | Contact USOE

Figure 6.3

Log on to the SSID web site with a valid user ID and password

Select Change Password from the User Maintenance section of the home page
Enter the current password
Enter the new password in the next two blanks

Save Mew Password

]
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6.4 Disabling Users

It may be necessary to disable a user’s account when a job function changes or for any other reason.

6.4.1.1 Steps

The following are general steps to disabling user accounts.

Log on to the SSID web site with a valid user ID and password
Select Edit User Info from the User Maintenance section of the home page
Uncheck Active User checkbox

Click on | Save ]

A wnhe

6.5 USOE User Maintenance

Stagnant SSID user accounts provide opportunity for system abuse. LEAs are responsible to
inform USOE when a user account should be inactivated or possibly deleted because of
reassignment or termination. In addition, user maintenance will be performed regularly by USOE
using the SSID Support application, and user accounts will be deleted or inactivated, or cleaned
up, based on the following rules:

1. If the last login date is one year or greater from the date the maintenance application is run,
the user account will be made inactive. If there are no SSID records attached to this user
account, the user account will be deleted.

2. If the USOE approved date is empty and the last login date is greater than one year, the user
account will be made inactive. If there are no SSID records attached to this user account, the
user account will be deleted. The USOE approved date can be empty if USOE approval has
been revoked due to a security violation, or if the LEA Administrator set up the account and
it was never approved by USOE.

3. If the user account creation date is greater than one year and the user has never logged in,
there will be no last login date and the user account will be deleted. There would be no SSID
records attached to this user account since the user would not have logged in.

When an SSID user account is deleted or disabled access to the SSID folder at the secure FTP
site will also be removed.

An inactivated SSID user account can be reactivated, or a deleted SSID user account can be
recreated by completing the new SSID user process. This includes completing and faxing the
SSID new User Agreement Form, and USOE approval. The user will also need to request
access to the secure FTP site.

When a user account is inactivated or deleted an email notification will be sent to all remaining
active SSID users within the affected LEA.
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Listed below are some examples of action that would be taken with user accounts after User
Maintenance is performed. For each example, assume the User Maintenance was performed on

April 1, 2007.

User account information

Action taken and explanation

User last logged in 2/23/2006 and uploaded a
request file

User account is inactivated since last login is greater
than one year; account is not deleted because SSID
records are attached to this user account

User logged in 1/15/2007 and performed a
manual search

User account remains active since last login is less than
one year

User logged in once on 1/5/2006 and
downloaded the SSID User Manual

User account is deleted since last login is greater than
one year and no SSID records are attached to this user

User account created 5/1/2006, user has never
logged in

Account remains active since account creation date is
less than one year

User last logged in 3/15/2006. USOE
approved date is blank due to USOE approval
revocation; user has previously retrieved
students manually

Account is inactive due to USOE approval revocation;
account is not deleted because SSID records are
attached to this user account

User last logged in 1/16/2005. User account is
flagged as a USOE user

Account is active; USOE user accounts are not deleted
or inactivated when maintenance is performed.

Inactive user accounts can be viewed on the SSID web site on the User Maintenance page. If a
user account is inactivated, the Active User box is not checked and the Description and Notes
page will contain an explanation of the action taken and the date it occurred.

<} Utah State Student Identifier; (S5ID) - Microsoft Internet Explorer provided by Utah State Office of Education

File Edit ‘View Faworites Tools Help

Q- © ¥ 2

Address @j https: fissidtest, schools utah, gov 351D def ault, aspxloc=UserMaint&username=01tuser2

. — )
A 7 ) Search ‘f_\}_’Favorltes 6“' - ¢

1= ERGER R

=

['i Utah State Office of Education | SSID

Home File Processing Student Search User Maintenance

User Lisa Lindgren|

LEA UZ0E (99)
[School Mis
Support Log Out

File Maintenance

Edit User Info for ALPINE DISTRICT (01)

Upload Recuest Fil
e ALPINE DISTRICT (01}

Review File Processing

b Refresh Users

= -~
Reiew File Histor Dtuser LE&, Administratar Test Lzt 110506 11:22. 32
Student Maintenance Dtuser? LEA Administrator Test User2 | 110605 10:454 110806 10:
Student Search Otuzers LEA Administrator Test User3 ] 110605 1004541
Retrigve Student Dltusers LE& User Test Users TTABDE 121843 11090613 -
Mew Studert < *
Update Studert Info Save ][ Mew ][ Reset Password ][ Delete ]
Student History N -
Security Level | LEA Administrator v | Active User? [ LEA Mumber | 01 * Optional fields
Merged Student Search —
System User Name |D1tuser2 Locked? [] Last Login |11f5.f200510:45:41
User Maintenance First Name [Test LE0E a Last Modified by [B9koevita on [11/82008 10:04 38
Edlit User Info Last Name [Userz RERRECH Crested by B9kdevita on fiimizona 10razss
Change Pazsword *Thle | Approved by [BBkdevita N {11/8i2006 10:04:35
T Phone [ra01) 5551234 ed. kDescription [ar 30 2007 1:56PM : Automated inactivation-
support Primary e-mil |nu|\@nu|l.org and Notes || ast login date grester than one year.,
*Secondsry e-mail |
¥ Schoaol R
u Site Index | State Board | Contact USOE
...LLA\ r it i 1 AE bk 6 1 b (Vi o bk b
Figure 6.4
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7 SSID Support

The SSID Support page contains information to aid in the usage of the SSID web site. Included are user
documents with many instructions, as well as links to download files like the SSID Request File Validation
Application tool mentioned above. The Support page is shown in Figure 7.1

User LEA Admin Davis

f‘j Utah State Office of Education | SSID LEA DAVIS DISTRICT (07
[ EnucaTas | L

School NIA
ome | File Processing | Student Search | User Maintenance | Support Log Qut
File Maintenance S$SID Support - Downloads
Upload Reguest File
Request File Validation Application Release Date \ersion/ Size
Review File Processing
_— Download and install this application to validate LEA SSID Request Files prior to 1.0L
Review File Higtory Application Setup upload. e L) 7 MB
Student Maintenance Latest data files Latest data files for the SSID Request File Validation Application. Updated Nightly 33“’;‘9
Student Search
. Download and install if you want to save reperts generated by the Reguest File 815
Retrieve Student GPL Ghostscript Validation Application as POFs. LASALL 9.3 MB
New Student Documents Release Date  Version | Size
Update Student info SSID File Format Detailed specification for building and parzing SSID Request Files and 0.1
Specification 550 Response Files. LLisznsd 33 KB
Student History i i :
Merge Students S5I0 FAQs Top Frequently Asked Questions for the S3ID System. 10/04/2005 FE"IQB
User Maintenance 11
S5ID Website Releaze Notes Containg the revigion history for the SSID Website. 10/05/2005 0 .KB
Edit User Info
T AT 531D User Manual DUCL!ITIE!‘ItEtIUI‘I for uzing the SSID Website and Reguest File Validation 10052005 1.1
e Application. 5.5 MB
Support . L .
New LEA Admin Agreement Duwnluat.l..cumulete and return thiz form to t.he U$0E SSID Administrator to gain 71282005 NJ&
LEA Administrator level access to the 531D Website. 1 MB
Download, complete and return this form to the USOE SSID Administrator te gain - NiA
LARZAE e LEA User level access to the 551D Website. e 2l 1 MB
Student Name Specification  Student Name Data Entry rules and examples. Send to all registrars. 6/29/2005 3*‘0".1KE|
82
. . - 2 NiA
SSID Error Meszages List of SSID error codes and their dezcriptions. Updated Nighthy s
lcon Key
ll';'l‘ Downloads with this image are installation programs compatible with Microze ft Windows.
; Downloads with this image require Adobe Acrobat Reader Adobe Acrobat® Reader®. Click here to get it.
:;Q Downloads with this image require a zip archive compression tool like WinZig® or PKUNZIP,

Copyright ® 2005 State of Utah Office of Education
S50 Support: ssidhelp@schools.utah.gov  (801) 538-7500

h Site Index | State Board | Contact USOE

Figure 7.1
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7.1 SSID Support Downloads

The SSID Support page has one section which is associated to the Request File Validation Application and
one section which contains artifacts to assist LEA’s to use the SSID web site.

7.1.1 Request File Downloads

This area of the download page contains files and programs that are associated only with the SSID
Request File Validation application.

Application Setup  This is a setup program for installing the SSID Request File VValidation application.
Click on the download link, then double click on the file to run setup.

Latest Data files This section contains the latest support files from USOE for validating SSID
Request files.

GPL Ghostscript This section contains a ghostscript setup program used for creating PDF files from
the File Validation program.

7.1.2 Download Documents
This area of the download page contains artifacts related to the SSID system.

SSID File Spec This is the SSID Request and Response file specification.
SSID Release Notes This contains the latest information about the SSID Web Site.
SSID User Manual SSID Web Site user manual.

LEA Admin Agreement This section contains the required forms for requesting a LEA

administrator account in the SSID system.

LEA User Agreement. This section contains the required forms for requesting a LEA User
account in the SSID system.

Student Name Specification The artifact which describes how LEAs should submit student names to
the SSID system. Contains specifications for first name, last name, and
middle name data entry. Also contains examples for each.

SSID Error Messages Error message that may be returned by the system on the web site as well
as the SSID Response files.
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